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Introductmn About DPCGA

A little bit about us..

%F - Kevin Jones, Deputy Director of
| pRICES Procurement, Contract, and Grant
| Administration (DPCGA)

* Robin Smith, Procurement Specialist,
“Buyer”

The Procurement Department concentrates on the bid
solicitation process, contracts, etc., and oversees the
purchasmg functions of the GEARS system including:
Contracts

Requisitions

Purchase Orders

Express Purchase Orders

Judiciary’s Procurement Credit Card (P-Card) Program




Introduction - About DBF

A little bit about us...
» Laura Jones, Director District Court Finance

 Larry Tucker, Deputy Director District Court
Finance

The Department of Budget and Finance handles the accounting,

budgeting, and all financial services of the Judiciary. Key

functional responsibilities include:

» Review and recording of Accounts Payable and Revenue
transactions.

« Justification and execution of the Judiciary budget.

» OQOversight of the security and operational aspects of the
financial computer operating system (GEARS).



Introductions

» Introduce Yourself...
» Your Name
» Your Title
» Your Court/Program Location




Going to Cover:

» Understanding the Chart of Accounts

> Vendor Search & Verification

» Completing a Vendor Maintenance Form

> Lifespan of a Procure to Pay Document

» PO, Receipt & Contract Requirements
Summary

> Things to Remember for Procurement
Documents

» Creating a Requisition

» Creating an Express PO

> Managing Requisitions

» Finding an Existing PO

> Verifying your PO Information

» PO Buydown Report

> Creating a Receipt




Going to Cover:
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Creating Vouchers

Voucher Tips

How to Correct Exceptions/Errors
Payment Information

Liability Offset

What to Pay

Prior Balance Research

Voucher Activity Inquiry

RIR Notifications

Finding an Existing Voucher
Marking Corrections to a Voucher
How to Recycle a Voucher
Monitoring Procurement Documents
PO Close Request

Questions




Understanding the Chart of Accounts (COA)

The COA is used to categorize expenses and revenue into
“buckets” for tracking and reporting. This is done by various
elements within the COA, which can then identify the exact
purpose of the funds.

PCA - Each court has a variety of Project Cost Accounts
(PCA’s) for revenue and expenditures, i.e. B0200, B0211,
B0219, B0223 and 02010, 02030. For expense PCA’s, the last
digit also indicates the fund type.

Fund - The Judiciary has four fund types.
General (GF-01)
Special (Land Records, SF-03)
Federal (FF-05)
Reimbursable (RF-09)

Appropriation Year - Each appropriation year begins July 1
and ends June 30. It is based on the ending date. We are
currently in AY2019 (and have been since July 1, 2018).




\
Understanding the Chart of Accounts

» Batch Agency - All district courts use C50 for expenses, but
have their own unique batch agency for revenue transactions,
i.e. JUDO1, CO1.

» Account - This is the lowest level of the COA and identifies the
specific type of expense or revenue, i.e. 0902 Office Supplies
or 5466 GF revenue.

» All fields of the Chatfield's are required to define and validate
funding.

» Example:

Batch Approp
Ay PCA Fund  Account Program Number Approp Yr

C25 90001 0001 0304 B009 AODD9  AY2019




What is a SpeedChart/SpeedType?

» A SpeedChart/Type code is used to automatically populate 5 of the 7
fields that make up the COA chartfield string.

» Within revenue, the register code is used similar to a SpeedChart.
By entering the register code all applicable fields will populate
except for Dept.

» Within expenses or GL/KK, enter your Program Cost Account (PCA) in
the SpeedChart/Type field and the system will auto populate Batch
Agency, Fund, Program, Appropriation Number, and PCA.

» In most cases, you will need to enter the two other fields, account
and Appropriation Year because this can be different.

» Enter the Appropriation Year (year is based on the ending period of
the current fiscal year, i.e. AY2019, unless the item was accrued).

SpeedChart| 90001 >

Batch
Agy

MDJUD|C, [c25 |, (90001 @ (0001 |G 7. [Bo0g @, [Aoo0g | Q)

*GL Unit PCA Fund Program

.......



Lifespan of a Procure to Pay Document




Vendor ID Information:

» Before beginning a PTP document, such
as a requisition, Express PO or voucher,
the vendor ID must be known.

» If using an existing contract from the
current listing, always use the
vendor ID specifically stated.

» Otherwise, if the vendor ID is
unknown, a query of the system must
be done first!

» If a vendor does not have a valid ID,
then the vendor maintenance form
must be completed.



Vendor Search & Verification

Favnvrim MainvMenu > vadors > Vendor lnvformahon > Mdﬂ.vlpdate > Review Vendors
Review Vendors
*SetiD: SHARE Q Vendor ID: Q
Name: [Egual to ]| [ ShortName: [Egual to ~| [ aQ
Withholding Name: |Egual fo v [ Classification: [ v
Vendor Status: [ v Type: | v
Persistence: | ~ |
Address: | Equal to ~ | | City: |
Customer Number: | Country: Q
ID Type: [Tax Identification Number | [521438761 State: Q
VAT Registration ID: | Postal:
Withholding Tax ID: | Bank Account #: [
| seacnh | [ clear |

8

- -
First 1 of1 Last

Search Results Personalize | Find | izw Al | & |
" Additional Vendor Info || Audit Information |

Vendor 1Da FEIN Number Mail Code Name 14 Address Postal Code Statusa

RUDOLPHS OFFICE
0000005387 & 521439761 000 & COMPUTER
SUPPLY INC

5020 CAMPBELL

BLVD, SUITE C BALTIMORE 21236-49638 Approved

~  Searching for Vendors by FEIN# or SS# is recommended. If the number is unknown,
ask the vendor. (S5S# will never display in the system.) Example: Rudolph’s Office
Supply- FEIN# 52-1439761

~ Verify that the vendor information in GEARS matches your document/invoice:
~  FEIN#
» Remit to Address

~ If the PO is included on the BPO list, you must use the exact vendor ID
(number) listed

~  Complete a Vendor Maintenance form if changes are needed.



Completing a
Vendor Maintenance Form

0, MARYLAND
'/ GEARS '_'_E
General Enterprise And Resource Support } Moryeyi Axcackery
ice of Syste i o

The form can be found on the GEARS Courtnet site under
the forms link.

Vendor Maintenance Form

O add Purchosing Address
O Addrew salcode [0 Change fUpdate Record

Make sure the form is completed in its entirety N -
i NnC l u d 'i n g . SECTION A - VENDOR GENERAL INFORMATION

1. Select a type of request. I
2. If updating an existing vendor, enter their S RS >
[0 eamary ; Corporate— W-% O ravatee - Remitang O rurchasing - crderng
GEARS Vendor ID. D) ey e -
3. Section B- Select an address type. B s
4. Add any necessary notes to Section C. e
-If the vendor has a different remit to address i e
add .It here @m:m;mcm@
Attach a copy of the invoice and/or W-9. forn ooy _
(W-9 is required for a business name change.) R
Return to- sfc@mdcourts.gov Ty P =
FLEASE RETURN FORM TO‘sfl:@mdcourrs.uov
DBF staff will notify you when the vendor has been Rov.Oct 2013
yy

updated and approved.


mailto:sfc@mdcourts.gov

PO, Receipt & Contract
Requirements Summary

~ eProcurement requisitions are required for purchases over $500. DPCGA must
solicit and source the requisition into a corporate PO.

~ Receipts:
~ Are not required for Express PO’s for purchases $500 or less.
~ Are required on purchases for goods on PQO’s issued by Procurement.

~ Are not required for services.

~ Express Purchase Order’s
~ Are required for Judiciary Blanket Contracts. Contract numbers must be
entered on Express PO’s.

~ Refer to the Judiciary BPO List for the complete listing.

~ Are not required for purchases $2,500 or less (CC/AOC only).



\

Things to Remember When Creating
Procurement Documents

» Record important information such as serial humber and period of
coverage dates in the Name and Item Description fields.

» Helps to identify the purchase and expense.
» Greatly assist when creating requisitions for “service maintenance.”
» Do no use special characters (e.g., ‘/:;) in the description field.

» Attach contracts to express POs for blanket (BPO) contract
vendors.

» Must set-up the requisitions/express PO’s in the manner in which
the goods and services will be received.

» Goods/service at the SAME unit cost should be Quantity.

» Service(s) with VARYING price should be Amount Only. Unit of

measure (UOM) for “Amount Only” purchase documents should
be AMT.

» Remember to check the Amount Only checkbox, if you are
creating an “Amount Only” purchase document.

» Located under the Attributes section on the Line Details icon.

» Know the correct budget codes (PCA) for your transaction



Using the Tip Sheets
provided,
try creating a:

» Requisition
» Express PO

*All Tip Sheets are located on the GEARS courtnet website and should

referenced for exact steps during processing.”



Creating A Requisition - Your Turn

Contractor/Vendor Supplier Solicitation

Vendor:
Description:
Category ID:

PO Qty.:

Justification: if
needed

Merchandise
Amount:

Comments:

N/A
Solicitation for Professional Movers
0826

1 (Amount)

Needed to move all electronic equipment and install furniture with the
new office location for (your name)

$3,000.00 - price is estimated.

Solicit for bids and ensure that movers can meet all requirements to

disassemble and reassemble all furniture & equipment properly from
the old location to the new. Can attach additional information.




Creating an Express PO - Your Tu

Amount Only with BPO

AMT. ONLY CHECKBOX CONTRACT ID K16-0064-25

0401 In State Operations

AMT. ONLY

$225.00

K16-0064-25



Creating an Express PO - Your Tu

Quantity Based

0902 Office Supplies
Daytimer Refill 2019 year ~ Manila File Folders Envelopes 50/box
100/pk

10 5 2

BPO0000034142-2019



Manage Requisitions - Sample Activity Tim\eline

Requisition Activity - activity status timeline, actions: cancel, copy, edit, view
approvals, view printable version

Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

) ) - Approvals
Business Unit [MDJUD Q Requisition Name Cancel
Requisition ID 0000005705 Q Request State |AI| but Complete V| Budget St Copy

Edit
Date F Date To (04192017 ; -
ate From e ate To = View Print
Requester COLLEEN.CANTLEF Q) Entered By Q ¥ [Select Action]
| Search || Clear | Show Advanced Search

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon.

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go. [ ]
Req ID Requisition Name BU Date Request State Budget Total
0000005205 Ayd7 118 134 Change Order  MOINID 1008016 BRs) Complatad Valid 17 500 34 11an | [Select Action] V|! G0 |
Requester Colleen Cantler Entered By Colleen Cantler Priority Medium
Pre-Encumbrance Balance 0.00 UsD
— = 7
=l @"ﬂ =4 i Ll =
= — v =5 i ™\
Purchaze Change . .
Approvals Inventory Orders Request Receiving Retums Invioice Payment
Personalize | Eind [ 2] B st 4 1011 @ jas /
Line Description Status Price Quantity UOM  Vndr Name
1 %5‘ JIS 131 Change Order for Cal... PO Completed 17609.24000 USD 1.0000 AMT SCDINFORMATION X

TECHNOLOGY LLC



Finding Existing POs

Main Menu > Purchasing > Purchase Orders > Add/Update POs > Find Existing Value

Fawvorites - | Main Menu - = Purchasing - = Purchase Crders - = AddfUpdate Express POs

Express Purchase Order

Enter any information you have and click Search. Leawve fields blank for a list of all values.

Find an Existing Value ” Add a New Value

» Search Criteria

Business Unit[=_ | [MDuUD =X
PO ID[ begins with ~|[2%6572 |
Purchase Crder Date[ = ~| ]
PO Status|[= ~1 ~
Short WVendor Name | begins with ~]| [=X
“endor ID[ begins with ]| =N
“endor Name[ begins with ~|| L=
Buyer| begins with || L=
Buyer Name| begins with ]| L=
PO Type[= ~ | ~
Purchase Order Reference[ begins with || |
Hold From Further Processing (|
[ case sensitive
| sSearch || cClear | Basic Search E¥ Save Search Criteria
Search Results
NWiew All
Business Unit PO ID Purchase Order Date PO Status  Short Vendor Mame Vendor ID WVendor Mame
MDJUD 0000059572 10M07/2016 Dispatched RUDOLPHSOF-001 0000005387 RUDOLPHS OFFICE & COMPUTER SUFPFLY INC
MDD 0000057290 05062016 Dispatched COURTSMART-001 0000000199 COURTSMART DIGITAL SYSTEMS INC
MDJUD 0000057286 05062016 Dispatched WVECTORSECU-001 0000002529 WECTOR SECURITY INC
MDJUD 0000057284 0D5/DE6/2016 Dispatched GRAPHICSEX-001 00000055328 GRAPHICS EXCHANGE INC
MDJUD 0000057267 05052016 Dispatched CIRDANGROCU-001 00000103854 CIRDAN GROUP INC
MDJUD 0000057247 05042016 Dispatched DOURCNINC-D01 0000005044 DOUROMN INC
MDJUD 0000057245 D5M04/2016 Dispatched DOURONINC-001 0000005044 DOUROMN INC
MDJUD 0000057244 D5MD4/2016 Dispatched DOURONINC-001 0000005044 DOUROMN INC
MDD 0000057237 O7FMO1/2016 Dispatched R&AMONVWERSI-001 0000012106 R & A MOWERS INC

MDJUD 0000057200 O502/2016 Dispatched PITNEYBOWE-014 0000008741 PITNEY BOWES INC



Another option to review PO’s

Main Menu = » Purchasing» » Purchase Orders» > Review PO Information» »  Purchase Orders

Purchase Order Inquiry

Enter any information you have and click Search. Leawve fields blank for a list of all values.

| Find an Existing Value |

»+ Search Criteria

Business Unit[ = v | MDJUD \a

PO ID| begins with v || |
Contract SetiD| begins with v || L&Y
Contract |D| begins with v || &,

Release Number| = v| | |
Purchase Order Date| = v| | [51)

PO Status| = v | | v

Program Cost Account| begins with v || |
Vendor ID| begins with v || @
Vendor Name| begins with v || L&Y
Buyer| begins with v || (s}
Buyer Mame | begins with v || (s}

| case Sensitive




Verify PO Information (prior to creating the vouchér)

Breadcrumbs: Main Menu> Purchasing>Purchase Orders>Review PO Information>Purchase Ord

» Make sure the PO is Dispatched:

A PO cannot be used without being Approved, Budget Checked and Dispatched.
» Vendor:

Verify your vendor is correct, by searching the FEIN#, and verify the remit to address.
» Line Detail Setup:

Is the PO set up as quantity or amount only as needed?

Is a receipt required?

Receipts are required for goods and are optional for services.
» Chart Field:

Verify the account coding is correct based on the goods or services being purchased.
» Document Status:

Ensure the PO receipt has not been used previously.
» Encumbrance Balance (not year-end encumbrance):

Verify available open balance is correct.

These items are much more difficult to change once a voucher is cr
require additional steps, such as closing the voucher and cancelli



PO Buydown Report

Breadcrumbs: Main Menu>Purchasing>Purchase Orders>Review PO Information>PO Buydown Rep

Tip Sheet is located on the GEARS courtnet website.

This report allows you to see the activity on a PO, including available line
balances and the vouchers & receipts against the PO.

Run this report before vouchering against the PO.

Ensure that the amount needed for the invoice is available on each
required line.

Run these reports on a regular basis to check all purchase order balances
and activity.

When a PO is complete, run the PO Close request process, which
electronically routes the request to Procurement.

Before requesting the PO to be closed, please ensure that all vouchers
associated with a PO have been processed by accounts payable and are in
“submitted to state” status. This can be done by reviewing the AOC MD
Payment tab of the voucher. The status will show “Submitted to State”

and a Ref. Document Number will be listed.




@P\.&Y L4 % Purchase Order Buydown Report RunDate  November 3, 2017
Pay close
tt t . t Report Criteria: Select: PO_ID = 0000062640 and Include Closed PO's Page 1 of1
attention to 2, A
h P DiCcIAS
Balance on 0 10: oz
. PO Date Vendor Id Status
e a C h l'l n e 07/01/2017 000000073 A XEROX CORPORATION
° Cf POLine Description DistLn  Bud Ref PCA Fund Account PO Amt Vchrd Amt PO Balance
NE 1 SN XEL589877 Annual Maintenanc 1 AY2018 60091 0001 0309 869.40 217.35 652.05
NE 2 All Meter 1 (B&W) prints at $0 1 AY2018 60091 0001 0809 336.00 9578 24022
g PO Totals: 1,205.40 31313 89227

the overall PO
Voucher ID: 00359410
may have an Voucher  Voucher
. Cf ReceiptID Invoice Inv. Dt Line Dist Ln Bud Ref PCA Fund Account Voucher Amt
available NE Oaseraier woVOw 2 1 Avmis et o0l oaoo 1
balance, the
)
5 Voucher ID: 00367968
line(s) you are
y. Cf  ReceiptID Invoice Inv. Dt ‘Ificr::c"er E'ijstucl_h: ' Bud Ref PCA Fund Account Voucher Amt
vouchermg NE o03:20052 Qoiz0r 2 : Aale oot oo oace e
against has to
Voucher ID: 00375746
be able to — Voucher  Voucher

Cf  ReceiptID Invoice Inv. Dt Line DistLn Bud Ref PCA Fund Account Voucher Amt
NE 080672898 1010172017 1 1 AY2018 60091 0001 0809 7245
C Ove r e NE 080672898 1010172017 2 1 AY2018 60091 0001 0809 26.15

aSSOCi ated PO Amt Vchrd Amt PO Balance
: PO Report Totals: 313.13 892.27

line(s) of the

voucher.




Using the Tip Sheets provid
try creating a:

» Receipt
» PO Receipt Voucher

*All Tip Sheets are located on the GEARS courtnet website and should be

referenced for exact steps during processing.*



Invoice Number

The invoice number must be keyed in exactly as stated on the original invoice from the vendor.
If an invoice number is not provided by the vendor, the below standardizations should be followed.

Standardization for Judicial expense vouchers:

YYYYMMDDII (Date by year (month and day of the earliest day of travel on the form), first and
last name initials of the employee as found on the vendor records in capital letters.)

Standardization for interpreter invoices:

IMMDDYYHHMM (First and last initials, assighment date by month, day, year and docket time in
hours/minutes.)

**For all invoices numbers that involve name initials, where hyphenated or multiple last names
are used, the last “last name” is to be utilized in the invoice number.
Examples: John Andrews-Sanders, invoice humber would utilize the initials JS.
Andy Jon De Smith, invoice number would utilize the initials AS.
Sherry Bennett Harris, invoice number would utilize the initials SH

Standardization for vendor invoices that do not provide a written invoice number:

YYYYMMDD (Date of the invoice, followed by the initials of the company name (each word) in

capital letters.)
Example: An invoice is received and dated March 15, 2018 from Office Supply

Network. The user should enter the invoice number as 201805150SN.




Attachments

» Make sure all pages are scanned and attached.
» All attachments need to be in PDF format. No exceptions.

» Unclear images, incorrect images, or no attachments will cause
the voucher to be returned for correction and delay the payment
processing.

» Make sure any required approval emails/letters are attached.

» Catering for Special Meetings, Events and Staff Appreciation
» Meals must adhere to the approved per diem meal allowance
rates.
» Per diem rates are inclusive of tips, delivery fees, and taxes.
» Provide the full list of attendees that food was ordered for.
» If seeking reimbursement, vendor’s original receipt must be
provided with proof of payment.




Processing Credit Invoices

Enter them the same way you do a charge voucher; just make sure
the dollar amount is entered as a negative.

Eavorites + Main Menu > Accounts Payable - > Vouchers - > Add/Update ~ > Regular Eniry

Invoice Information H AQC MD Payment || Payments || Woucher Attributes |

Business Unit MDJUD Invoice No[12345 | Invoice Total Session Defaults
Voucher ID NEXT Accounting Date [04/07/2017 I Line Total -129.15 Comments(0)
Voucher Style Regular Voucher Pay Terms NETDO = Due Now *Curency|  usDlQ, Aftachments (D)

Invoice Date Ei] Basis Date Type Acct Date Miscellanecus| | &
L —
RUDOLPHS OFFICE & COMPUTER SUPPLY INC
Vendor ID 0000005287 Q ControlGroup| @ Diﬁer::::
ShortName [RUDOLPHSOF-001|Q), [ Accrual Voucher
Location |000 Q
*Address |1 (&}
\ Save | Action v | Run | £ Calcuiate | | Print |

) Copy From Source Document

Invoice Lines (7] Find | View All First ‘4 1of1 ‘B Last

Line 1 SpeedChart[600si  |Q [Jone Asset =
*Distribute by [Amount /| ShipTo[AOC-NON_PO  |Q
Item Q Description|
Quantity
uom
Unit Price
Line Amount -129.15
| cacuate |

“w Distribution Lines
| GLChart | ExchangeRate | Statistes | Assets | =W

Personalize | Find | View All | IE|| ﬁ First ‘4 10f1 ‘& Last

Copy .
D Line

Merchandise Amt  Quantity oLunit  poeh pea Fund  Account Program ADBOD  Approp Yr  Dept FeBus  Projec
= 0 —T] | Wowbia (028 | fponei e ooot | fosoz o [Booe | (Aovos ]y (2017 | Q.
< 2>
| save |

|=1Notity || &2 Refresh | |Ey Ada || 5] Update/Display |

Insnira Infarmatinn | 807 MM D = te I VA har




Duplicate Invoices

When entering your invoices, you might get a Warning:

e.g. “Warning-Duplicate invoice detected. See voucher 0017931 for
Business Unit MDJUD. Voucher can be saved and posted.” Please verify whether
or not this is a duplicate voucher.

~ If after your review of the previous voucher cited, you determine that the
current voucher is a duplicate, and you have not saved the voucher, then
you should select cancel. This will put you back into your current voucher
page. From here, you should navigate to home. The system will then
provide a second message stating that you have unsaved data. You should
select cancel. The system will exit from your current voucher without saving
the document or creating a new voucher number.

» If after review of the previous voucher cited, you determine that the
current voucher is a duplicate, and you have saved the voucher, you can re-
use (recycle) this voucher for another invoice. Make all necessary changes
to match the new invoice that you are going to process, i.e. Vendor #, PCA,
Amount, Invoice Date and Number, and attachment. Do not forward the
invoice for approval until you have changed the voucher to the informati
on your new invoice.



Double Check your Voucher

The circled sections should be verified.

Summary | Related Documents || Invoice Information || AOC MD Payment || Payments || Voucher Attributes | Error Summary

Voucher statuses if

Business Unit MDJUD Invoice Date 10/06/2018
completed correctly: Voucher D 00471653 imoceNo 367
Voucher Style Regular Invoice Tofal 1328925  USD
Match Status: Vendor Name RAAS INFOTEKLLC
No Match-non PO 262 CHAPMAN RD STE 105A
NEWARK, DE 19702
VOUCh er Entry Status Postable Pay Terms Due Now
Matched-PO voucher Match Satvcred ) A0SO youcher source oine
Approval Statu Origin ONL
Ap p rova l St atus: Post Status Unposted Created On 10/12/2018 10:02AM

Pending-Submitted for Creted oy

Last Update 10/12/2018 10:08AM

Appr oval Budget Stﬂt" modified By [ G

- 7 ERS Type Nof Applicable
Approved Ap p roval 1S Budget Misc Statu{ Valid ) Close Status Open
com p l e t e *View Related | Payment Inguiry v| @o
Budget Status, Budget — ffeummnssen [ o B nat | ) UptateDisplay
M] SC St at u S ’ Summary | Related Documents | Invoice Information | AOC MD Payment | Fayments | Voucher Atfributes | Error Summary

All Valid



Double check your Voucher

Incorrect statuses for a voucher that indicate further
action is required:

Match Status:
Ready-Matching has not been run
Exceptions-PO is not matched successfully to the voucher

Approval Status:
Not Submitted-Has not been submitted for approval
Denied-Approval was denied

Budget Status, Budget Misc Status
Not Checked-Budget checking has not been run
Error-Budget error has occurred



Did you Submit for Approval:

Verify that you have submitted the voucher for approval. This button
will only display after a successful budget status has been reached.

Summary || Related Documents || Invoice Information || AOC MD Payment || Eayments || Voucher Aftributes || Error Summary

Business Unit MDJUD
Voucher ID 00459504
Voucher Style Regular Voucher

Invoice Date 10/03/2018

THE HARFORD FOREST COMPANY

Vendor ID 0000010014
ShortName THEHARFORD-001
Location 000
*Address 1

| Save |
) Copy From Source Document
Invoice Lines (2

Line 1
*Distribute by |Quantity
Item
Quantity 4 0000
UOM [AMT
Unit Price 51250000

Line Amount 2,050.00

| calculate |

w Distribution Lines

Click
here to

Invoice No 56779 Invoice Total Session Defaults
Accounting Date hu.roauzma x Ei;l Line Total 2,050.00 Comments(1)
Pay Terms NETOD 5 Due Now *Currency usD Attachments (1)
Basis Date Type Acct Date T | Preview Approval
Total 2,050.00
[ Accrual Voucher Difference 0.00
Action v | Run || calcuate ||

SpeedChart
Ship To |C03-CLERK

Description 4 Cubicles for Child Support

| GLChart || Exchange Rate || Statistics || Assets | [0

Copy .
D Line PO Percent Percent

El= O 1

| Save |

|[& Return to Search | |[=] Notify || &% Refresh |

Merchandise Amt GQuantity *GL Unit E;Ech
2,050.00 4.0000 MDJUD| S C25
<

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Vioucher Atiributes | Error Summary

Purchase Order

MDJUD|00000698961]1
Associate Receiver(s)

Force Price

Personalize | Find | View All | = | @

PCA Fund Account

C0300 0001 0912

e —
Print (| Submit Approval | )

Find | View All First ‘&' 10of1 ‘»' Last
One Asset e

First ‘&' 10of1 &/ Last

Program iﬂﬁ:;gr Approp Yr Dept

C0o30 ADO10 AY2019

|Es Add | Update/Display



Match Exception Warnings

Exceptions give warnings when they are received.

¢ GEARS

D UDICIARY

summary || Related Documents || Invoice Information || AOC MD Payment || Payments || Voucher Attibutes || Error summary

Business Unit MDJUD Invoice No[123547 Invoice Total Session Defaults
Voucher ID 00472483 Accounting Date 10117/2018 [ Line Total 695.00 Comments(0)
Voucher Style Reguiar Voucher Pay Terms NETOD bl mrzpeey scurency|  usDlQ Atachments (1)

Invoice Date [10/17/2018 = Basis Date Type Acct Date =)
CANON SOLUTIONS AMERICA INC
ST Total| 695.00|
Vendor ID [0000010578 Q [ Accrual Voucher Difference 000
ShortName [CANONSOLUT-002|Q
e T—)
“Address
cton . . :
Message

| » Copy From Source Document

Invoice Lines (2)
SpeedChart
B e —

SN UKTO0505 All Meter 1 (B&W)

Line 1
“Distiute by Gty ]
Item| e}

Quantity 50,000 0000
QU

UOM MMO

Unit Price 0.01390

Line Amount 695.00

Calculate:

Match Exceptions Exist. (20000,143)

Exceptions exist between this voucher and its source PO/

ceipt. Please correct before moving forward

Allocate by Percentage

 Distribution Lines
GL Chart | ExchangeRate | Statistics || Assets

Personalize | Find | View Al | 2] [

First (& 10f1 @ Last

SO Line  POPercent Percent Merchandise Amt Quantity GLunit  Rech  pea Fund  Account Program Approp Number  AppropVr  Dej
= O 1 1000000  100.0000 695.00_50000.0000 C25 10061 001 0809 8001 ADOD1 avote [
< I >

|G Retum to Search | [ Notity || Refresh |

summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Attributes | Eror Summary.

B UpdatelDisplay

As well as when a voucher is reopene

5 GEARS

Summary || Related Documents. || inveice intormatin || A0C D Payment || payments || voucner ariuses | Emor summary

Invoice Date 100172015
Invoice No 4027215826

Business Unit WDJUD
Voucher ID 0472527
Voucher Siyle Reguiar
Vendor Name CANON SOLUTIONS AMERICA INC
12379 COLLECTIONS CENTER DR

Invoice Total 123324 usp

Pay Tems Due Now
Voucher Saurce Onine
Origin ONL
Created On 10162013 G334

Created By SARARICE

Last Updale 10/1772018 11:534M
Maodified By BRITTANIE COLLIER

ERS Type Not Appicable
Close Status Open

Budget Status. Not Chicd

Budget Misc Status Vaid
“View Related | Payment Inuiry v] Go

Match Extepbons Exist. (20000,143)

Exceptons exst betwesn his vouher and s sou

OReceip,

B Rebm Seach | [ty Resn | [T
Sumemary | Relzted Documents | imvoice Inormation | AOC MD Payment | Payments | Voucher Afibutes | Emor Summary \

tease Lot before moving forward




ldentifying Match Exce

Favorites ~ | Main Menu ~ > Accounts Payable ~ > Review Accounts Payable Info~ > Vouchers~» >

&+ GEARS

MARYLAND [UDICIARY

Voucher Activity Inquiry > Regular Entry

| Summary H Related Documents ” Invoice Information H AQC MD Payment ” Payments ” Voucher Attributes H Error Summary

Business Unit MDJUD Invoice No 4027215826 Invoice Total Session Defaults
Voucher ID 00472527 Accounting Date |10/16/2018 £ Line Total 1,238.24 Comments(1)
Voucher Style Regular Voucher Pay Terms NETOO = bue Now *Currency usn|a, Attachments (1)
Invoice Date 10/01/2018 Basis Date Type AcctDate o=
OLUTIONS AMERICA INC
” —— Total 1,238.24
Vendor ID| 0000010578 Q, [ Accrual voucher Difference 0.00
ShortName CANONSOLUT-002|Q
Location 001 Q,
*Address |1 Q,
[ Save | Action v | Run || calkulate || Print
) Copy From Source Document
Invoice Lines (2 Find | View Al First ‘&' 1 of2|
Line 1 SpeedChart Purchase Order
*Distril = Ship To COA Q
Distribute by MDJUD|00000687 14/1] [lone Asset
Item aQ Description [SN UKTO0605 All Meter 1 (B&W) iate Re
Quantity (52 236 000D Clrorce Price
UOM MMO | Adjust PO Percentage |
Unit Price 0.01390 o |
B it Frice | Allocate by Percentage |
Line Amount 72608 ———————
| Calcuiate |
w Distribution Lines Personalize | Find | View All | | @ First ‘4 10of1
| GLchart || Exchange Rate || Statistics || Assets
COPY  Line PO Percent Percent Merchandise Amt  Quantity *GL Unit E‘;]?" PCA Fund  Account Program APPIO  Approp Vi
El ] 1 1000000 100.0000 726.08 52236.0000 MDJUD|Q C25 10061 0001 0808 BOO1 ADOO1 AY2019
<
| Save |

|G Returnto Search | |[=] Notify || &% Refresh |

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Attributes | Error Summary

|Es Acd | Update/

ptions

The Errors box shows the ty
Match Exception Received

Emors for Invoice Line 1 E3

Personalize | Find | View Al | | B Fist (¥ 12012 () Last

Field Name Message

RULE_v200 LLife To Date Voucher Qty > PO Qty + %Tolerance

RULE_ V300 Life to Date Voucher Amount > PO Amount { No Price Tolerance Specified )

Al Mef

The View Source PO/Receiver In
shows the PO number and line n
invoice line is associated with.

b View Source PO/Receiver Information

*Line Match Option {[FVIYETE]] ~

ol Unit MDJUD Voucher 00472527 Line 1
PO Number Receipt Number
PO Unit PO No. PO Line PO Schedule qceipt Unit Receipt Number Line Schedule
MDJUD 0000069714 1 1

} PO/Receipt Comments

| ok || cancel || Refresh




Researching Match Exceptions

Where to lOOk: Favorites + | Main Menu » > Purchasing » > Purchase Orders+ > Review PO Information > Purchase Orders
1. Open PO using PO Inquiry o cears

MARYLAND |UDICIARY

a. CheCk PO Status’ Purchase Order Inquiry

Purchase Order

Shou l‘d be dispatChed * Business Unit MDJUD PO Status Dispatched

5. Check encumbrance P10 cesge e O
P Header

balance On PO Ianiry PO Date 09/14/2018

page Vendor Name CANONSOLUT-002 Backorder Status Not Backordered
.

Supplier ID 0000010573 vendor Details Receipt Status Not Recvd

= E n S U re b a l.a n Ce Buyer Lisalee Amount Summary el From Furerprocessing

PO Reference Req 2006 EM S/N UKTO0605

q 1 Merchandi 3,257.50
Cove rS th e ] nvo] ce Header Details Activity Summary Freig:tr.r(':l'air:Mli:. ' 0.00

AllRTV Header Comments...

you are p ay] ng. Watching Document Status ecumbrance Bany

- Actions

c. If the invoice is less Lines rorsonatzs | Fna s ATl o o
than the PO amount for Line Item ID Item Description Category PO Qty UOM s Status

2,086.90 USD

ase rv-i ce. ensure t h e 1 ?E‘;%UKTODG% AllMeter1 5on, 20000.0000 MMO 111200USD  Approved (D =
, W
B SN UKTD0GOS All Mater 2| g, 15000.0000 MMO 214550USD  Approved =

(Colo

PO line is marked :

View Approvals View Printable Version

amount only.

|ah Return to Search [=7] Noti A-|Related Links.

Details for Line MTMRECOGNI-DDN

POID 0000063037 Line 1 Loniract renewal option 1 for,
Staws Approved LAmount Only Backorder Status Not Backordered

Line Details
Physical Nature Goods




Researching Match Exceptions

@P‘Y‘Y L4 4’0 Purchase Order Buydown Report Run Date  October 17, 2018
RunTime  11:36 AM
Report Criteria:  Select: PO_ID = 0000069714 Page 1 of 1
Where to lOOk° "?/[J Ict Pﬁ:k Exclude: Closed PO's
Run a PO Buydown
R PO ID: 0000069714
PO Dat Vendor Id Statu
€ po rt 09142018 0000010575 . CANON SOLUTIONS AMERICA INC
: : cf POL Descripti DistLn BudRef  PCA Fund  Account PO Amt Vohrd Amt
CheCk l]ne ava]lable NE T EI‘NtIKp'I!Cr]IBﬂG All Meter 1 (B&W) 1 Ava1e 10061 001 0809 | 1,112.?0 *799.38

NE 2 S/N UKTO0605 All Meter 2 (Colo 1 AY2019 10081 0001 0808 2,14550 an.zz

balances for the
matching PO line PO Totals: 325750 117080

from the voucher.
Voucher ID; 00465391
Voucher  Voucher

For this example, PO G i, B, e D MM G e e
1, 4
p ) NE 4026667408 ogi0v2018 2 1 Ay2019 10061 0001 0809 13363

line 1 has $312.62

available. The invoice Voucher ID: 00465392

l]ne to be pa]d from the Cf  ReceiptID Invoice hv.Dll :lunu:her ;::Lh:r Bud Ref PCA Fund Account Voucher Amt

voucher is for $726.00. NE 025305732 B0 2 i A0l dost o0 oais s

So, the PO will need to

be increased in order to Voucher ID: 00469281

pl"OCGSS th'IS VOUCher', ¢f ReceiptlD  Invoice Inv. Dt Ei:.u:m ;;':Lh:r BudRef  PCA Fund Account  Voucher Amt
NE 425399213 07012018 1 1 AY2019 10061 0001 0809 106.75
NE 4025399213 07012018 2 1 AY2019 10061 0001 0803 176.54

PO Amt Vehrd Amt PO Balance
PO Report Totals: 3.257.50 1.170.60 2,086.90

&

A

)

o




Correcting Match Exceptions

Error: PO not in Dispatched Status
Solution: Contact the buyer listed at Procurement to dispatch the PO.

Error: PO Encumbrance balance does not have enough money to pay
invoice

Solution: Contact the buyer listed at Procurement to increase the PO. Supporting
documentation will need to be provided, (i.e. invoice, contract, etc.)

Error: PO line is not marked amount only

Solution: Contact Brittanie Collier, to disassociate PO from voucher. The buyer
can then make corrections to the PO.

Error: PO line balance does not have enough money to pay invoice.

Solution: Contact the buyer listed at Procurement to increase the PO. Supporting
documentation will need to be provided, (i.e. invoice, contract, etc.).

Note: There are times that vouchers for copies will result in a match exception, where al
items appear to be correct. The match exception can be caused by system rounding of

copy prices.
If this situation occurs or additional assistance is needed,
please contact Accounts Payable or Brittanie Collier.



ldentifying Budget Errors
On Vouchers

Favoritesw | MamMenuw > AccountsPayable > Vouchersw > AddlUpdatew > Regular Entry
5 GEARS,
Summary | Related Documents || Invoice Information || AOC MD Payment || Payments || Voucher Attributes || Emor Summary

Business Unit MDJUD Invoice Date 10/10/2012

Voucher ID 00473244 Invoice No 123456
Voucher Style Regular Invoice Total 500.00 usp
Vendor Name STAPLES INC DBA QUILL LLC
PO BOX 37600 Favorites = | Main Menu = > Accounts Payable~ > Vouchers~ > Add/Update~ > Regular Entry

PHILADELPHIA, PA 18101-0600

Entry Status Postable Pay Terms Due Now % G E ARS
Match Status. g yiaich Voucher Source Oniine
MARYLAI

Approval Status Pending Origin ONL it it
Post Status Unposted Created On 10/18/2018 10:19AM
Created By BRITTANIE COLLIER | voucher Exceptions || Line Exceptions

Last Update 10/18/2018 10:27AM
Budget Staj i i . N
et SR Sreeptons Modified By BRITTANIE.COLLIER Business Unit MDJUD Voucher ID D0473244 ki
ERS Type Not Applicable iomiichons
Budget Misc Status Valid Close Status Open .
“View Related [Payme| “Exception Type ["] override Transaction i
[ Maximum Rows i
|E" Retum to Search | (=] Notify\| |3 Refresh | Add || & Updateiisplay [T more Budgets Exist
| Zeamh | Advanced Budgst Criteria

Summary | Related Documents | Invoice Ihformation | AOC MD Payment | Payments | Voucher Attributes | Error SU

Personalize | Find | View All | 2] = First ‘&' 1of1 '*' Last

More Detail

Mare Detail

MDJUD PROGRAM

Exceeds Budget Tolerance

Favorites - ‘ Main Menu > Accounts Payable - > Vouchers~ > Add/Update~ > Regular Entry » Voucher

& GEARS

ND JUDICIARY

| Voucher Exceptions H Line Exceptions

Business Unit MDJUD

Maximum Rows

| search

Voucher ID 00473244 _ pcpione

["| override Transaction i} L=
["I more Budgets Exist

Advanced Budget Criteria

Budgets with Exceptions Personalize | Find | View All | | @ First '4' 1of1 ‘®' Last

| Budget Override || Budget Chartfields

Details Business Unit  Ledger Group More Detail Chinae  Transfer
1 Q MDJUD OPER_SUM No Budget Exists Mare Detail O GoTo .. &



Researching Budget Errors

» Run Budget Overview Inquiry
with the chartfield from your
voucher to verify available
funds.

Inquiry Results

Business Unit MDJUD
Ledger Group OPER_DTL  Operating Detail Budget Def
Type of Calendar Detail Budget Period

Amounts in Base Currency USD
Revenue Associated:

Main Menu -

Favoriles ~ |

MARYLAND JUDICIARY

Budget Inquiry Criteria
Budget Overview

Inquiry OVERVIEW

Amount Criteria

Budget Type
*Business Unit MPJUD |Q

L] view Stat Code Budgets
O pisplay chart

> Commitment Control » > Review Budget Activities ~ > Budgets Overview

Description Budget_Overview

Ledger/Activity Log Integrity

Ledger Group/Set | Ledger Group v

Act Log Internal Integrity

Ledger Group (OPER_DTL Q

Operating Detail Ledger Group

Personalize | Find | View Il | 2] B First (4 10f1 ‘& Last

Ledger Group Calendar ID From Budget Period  To Budget Period '“°‘“‘;:£:‘j;[':f“e"‘ Include Closing Adjustments
=) OPER_DTL BY 2019 Q 2019 s} %) O
ChartField Criteria Budget Status
ChartField ChartField From Value ChartField To Info ChartField Value Set Update/Add E Open
() Closed
Account 0902 Q) Update/Add
=] Hold
Batch Agy % QL UpdatelAdd
PCA 60091 Q, Update/Add
Fund % Cy UpdatelAdd

Q, Update/Add

Lo L L L L L

Approp Number %
Return to Criteria Max Rows 100 Display
Options Program %
Ledger Totals (1 Rows) Approp Yr AY2019
Budget 24,702.00 Net Transfers [flsave ||laP Return to Search [&] Notify ||## Refresh
Expense 480185
Encumbrance 254.23
Pre-Encumbrance 0.00
Budget Balance 19,645.82
Associate Revenue 0.00
Available Budget 19,645.82
Budget Overview Results Personalize | Find | View All | ] @ First (&) 10f1 & Last
Ledger Group E"g‘)_““ PCA Fund Account Program ﬁm‘;@r Approp Yr ?e’r‘:gs‘ Budget Expense Encumbran
1B OPER_DTL C25 60091 0001 0902 BO0G ADOOG AY2019 2019 24,702 00 430195 254,
< >

Cy UpdatelAdd
Q, Update/Add

292020

(T4 Add

#] Update/Display



How to Correct Budget Errors

» Error: Exceeds Budget Tolerance

- Solution: Contact the Budget Unit.

» Error: No Budget Exists

- Solution: Verify all chartfields were entered correctly (Tip: always use the

speed chart). If all fields are correct, contact the Budget Unit.

Budget Unit Staff:
Kate Nagy- Unit Director, 410-260-1409
Ralph Sherrill- Supervisor, 410-260-1244
Dan Grote- Budget Analyst, 410-260-1593
Stephanie Emrick- Budget Analyst, 410-260-1592



Payment Information

The highlighted section shows the payment information as
processed by GAD to the vendor.

Favoriies - | Main Menu ~ »  Accounts Payable - > Review Accounts Payable Info » > Wouchers = > Voucher Activity Inguiry >  Regular Entry
Summary Related Documents Invoice Information AOC MD Payment Bayments Woucher Aftributes Error Summary
Business Unit: MDJUD Invoice No: 2837675-0
Voucher ID: 00303955 Invoice Date: 01102017
Voucher Style: Regular Voucher Gross Invoice Amount: G7.00
Control Group ID: DSB0-FY17 State Status: Paid by State Add/Update
Comments
Ref. Document Number: YZD56013 AOC Vendor ID: RUDOCLPHSOF-001 E::;
Vendor: RUDOLPHS OFFICE & COMPUTER SUPPLY INC
State Payments Personalize | Find | View Al | 2] B First ‘&' 1of1 ‘&' Last
gf:ive‘j \[':l:‘;:’rant R‘EDT Transaction Description ",:’j;;g: :'areyﬂr_lr;ednt Offzet Amount :'r?lxm Archive Reference Number
101/10/2017 02/07/2017 242 Payment 504733930  ACH 67.00 17041379
State Adjustments Personalize | Find | View Al | B3| = First ‘&' 1 of1 &' Last
g:f:ived Trans Type Transaction Description ::ﬂl_{g::?ent Adjustment Date :E{::";:pem Doc ID Document Date Invoice Description
1
| Save |
[@" Return to Search [=] Notify | | Refresh Ek Add || £ Update/Display

Summary | Related Documents | Invoice Information | AOC MD Payment | Fayments | Voucher Atiributes | Ermor Summary

Payment Method Types:

- ACH- Electronic payment to the vendors bank account.
(To setup ACH payments, the vendor must contact the state’s Comp

- CHK- Check payment is mailed to the vendor.




Liability Offset |

» The highlighted section shows that Liability Offset has captured the payment due to an
outstanding balance the vendor owes the state. The vendor will receive notification with
information on where to call if they have questions. This notification can also be found in the
attachments section of the voucher once received by the AOC.

» The Judiciary’s debt to the vendor has been satisfied and nothing further needs to be done.

Favorites « | Main Menu > Accounts Payable > Review Accounts Payable Info~ > Vouchers » > Voucher Activity Inquiry > Regular Entry

Summary Related Documents Invoice Information AOC MD Payment Payments Voucher Aftributes Error Summary

Business Unit: MDJUD Invoice No: G13006-4
Voucher ID: 00007422 Invoice Date: 08M15/2013
Voucher Style: Regular Voucher Gross Invoice Amount: 5312.00
Control Group ID: ADO3FY14 State Status: Paid by State AddUpdate
Comments
Ref. Document Number: (VZA09303 AQC Vendor ID: COMMUNITYA-DO1 —
Vendor: COMMUNITY ALTERNATIVE MEDIATION INC ™
State Payments Personalize | Find | View All | | @ First ‘4 1-20f2 '}’ Last
g:::ived h[;ﬂ;;mnt :I'r;apr;s Transaction Des :;Yﬂr:;?t Offset Amount r;xm Archive Reference Number
108152013 242 Payment LOD59481 LOF 5312.00 14012690
Liability Offzet — £
208M15/2013 730 Capture Expense 5312.00
State Adjustments Personalize | Find | View All | 2] E First ‘4 1of1 ' Last
g:ut:eeived Trans Type  Transaction Description i:ﬂg:l:tlent Adjustment Date nﬁir::"::pent Doc 1D Document Date Invoice Description
1
Save
[ Return to Search | |[=] Notify ||« Refresh Eh Add || 5 Update/Display

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Atiributes | Error Summary




What to pay:

» Pay Current Activity - A voucher should represent only the
current activity/balance displayed on the supporting
invoice. All past due balances on invoices must be reviewed
to determine if they have already been processed for
payment or if further action is required. Sometimes, calls
to the vendor are required to obtain copies of missing
invoices.

» Remove sales tax & late fees from invoices, note this on the
invoice before scanning, and notify the vendor so they can
adjust your account.

» Before scanning these invoices, make the necessary notes
and/or corrections on the invoice, then attach it to the
voucher.



Prior Balance Research

Pay Current Activity- A voucher should represent only
the current activity/balance displayed on the
supporting invoice.

All past due balances on invoices must be reviewed to
determine if they have already been processed for
payment or if further action is required.

Any missing payments cannot be made based on a past
due balance. Contact the vendor to obtain copies of any
missing invoices and process them separately.

Use the voucher description field to enter your account
or serial number to assist with research. Data in this
field is printed on the remittance detail that is provided
to the vendor, which can assist them in applying
payments to the correct account(s).




Favorites « Main Menu « > Mccounts Paysble » » Review Accounts Payable Info » > ouchers » » Woucher Activity Inguiry

&« GEARS

BASETLAND [UTRCIARY

USing the VOUCher Voucher Activity Inquiry

Search Options:

i i = e MCJUD |<
. - - Business Unit - Exclude Deleted Vouchers: [] Exclude Closed Vouchers: []
ctivi ty nquiry, Voucher ID A Vousher Description
Invoice Mumber Invoice Date From i Invoice Date To i

enter the vendor  ceecsmeun
PO Number R Project ID A
I D ) PCA an d Ap p rOp Vender ID 0000000721 Supplier Name Wendor Search

. Enterea gy “
year or accou ntin D Progeam cost nccoust go0sT ] I o\ Assount T -
Approp Year From Y2018 A Approp Year To [AY2018 a,

d ate ra n ge . Acct Dt From # Acct Date To L

Matching, Approvals, Status Search Options

Budget Status Fost Status Transaction Status [ |

I f you U Se th e Match Status | <] Approval Status | &
VO u C h e r e Clear *Click Clear to Refresh Search®

Search results Personalize | Find | View All | [ ] Q Frst ‘4 1-150f15 ‘&' Last
o N
d eSC r"I pt'l 0 n * to p u t 5::’.‘"““ Tranzaction Status vioucher wioucher Description Involee Numbes Inwoics Date~ nwolce Amount woucher Line  Distributic
.d t .f . 1 MDUUD Paid by State noars7ee | N XELABEETT Annual 72808 100012017 £8.80 1
] en ] y.I n g 2 MDJIUD Paid by State 00375746 AN Meter 1 (B&W) prints at $0 0ODST2808 100872017 B8.60 2
o . o
'I n fo rm at'l O n th 'I S 3 MDJUD 003TET44 AN Meter 2 (Gobor) prints at DETZ000 115.11 3
)
gl = ¥
b d t 4 MOUUD 00375744 ;ﬂ:inx;_lam'aa anss) 115.11 1
Ca n e u Se 0 8 MDJUD Paid by Siate 003TST44 Al Meter 1 (BE&W) prints at $0 115.11 2
< ELS rri
search as well. ross  SRELESOSTT A :
7 MDJUD 00367968 AN Meter 1 (B&W) prints at 50 102.80 F
* Ld
Suggested to use th ’S 2 MDJUD Paid by State 357068 AN Meter 1 (BEWW) prints at S0 20,73 2
° a MDJUD Paid by Siate 03oTgaa Al Meter 2 (Color) prints at 3073 3
field to enter .
oy =t : Maintenanec SEEeeEEE e -
. . S _—
equ,p‘ 1 ,ent Ser’al TIMOJUD - Paid by State Dossestn N XELSBRETT Annual 0889TE14T 111.83 1
aintenanc
b t 12 MODUUD Paid by State 350410 AN Meter 1 (B&W) prints at $0 03907E147 111,63 2
u e S O accou 13 MDJUD Paid by State 00359406 AN Meter 1 (B&W) prints at 50 0S00TE149 40,99 F

b= 7
nUl , ,bers. 14 MDJUD Paid by State 00359406 ;ﬂ:inxma_lc ' 02BeTE140 08012017 40.00 1

15 MDJUD Paid by Siate 00358408 Al Meter 2 (Color) prints at OEBaTE1 4D

408.99 3

< >




Voucher Activity Inquiries

Breadcrumbs: Accounts Payable>Review Accounts Payable
Information>Vouchers>Voucher Activity Inquiry

» Run inquiries following the Tip Sheet provided and the
recommendations document.

» The inquiry page will allow you to search the following criteria:
Voucher ID #, PO #, PCA, Entered By, Budget Status, Approval
Status, Match Status, Invoice Description, etc.

» Check this inquiry page on a regular basis to ensure all vouchers are
moving forward in the payment process.

e



Voucher Activity Inquiry Example

Fawvorites - |

Main Menu w B

& GEARS

L e [ e T

“Woucher Activity Inguiny

*Business Unit
Voucher I

Invoice Number

Gross Invoice Amount

PO Mumber
Wemdor I
Entered By

Program Cost Account |Begms w S

Approp Year From

Acct DE From

Budpget Status
Match Status

= .
Begns v S
Begns v w~r
Begns v~
Begns wa' .

MOIUD |y

SAccounts Fayable Info -

Exclude Delated Vouchers: B
Woucher Description

Invoice Date From

A project ID

[B=gin= w __~]

[FoHMNLSMITH

Ev=oiE  |ay

[eoo01 e

Approp Year To

i Acct Date To
Matching, Approvals, Status Search Options

=1

Post Status

~]

| Search | |

Search results

=y I N
13 MDOJUD Paid by State
14 MDJUD DEF in Process
15 MDOJUD Mot Submmitted £ In The Field
168 MDOJUD DEF in Process
17 MDOJuUD Subrmatted to State
12 MDOJUD Paid by State
19 MDOJUD Paid by State
20 MDD Paid by State

21 MOJUD

22 MOJUD

23 MDOJUD

24 MOJUD

25 MDOJUD

26 MDD
<

DOEF in Process

Submitted to State

Paid by Stat=

Paid by Stat=

Paid by Stat=

Paid by Stat=

Supplier Name

@

Account From

Eveois |

5

> “Wouchers -

> Woucher Activity lnguiny

Exclude Closed Vowchers:

Invoice Date To i

=%

‘Wendor Search

3 Account To o

Transaction Status |

~]

Approval Status |

~]

*Click Clear to Refresh Search™

03T TEZ1

0380718

[ ey e ]

DO3TETIT

DO3ATTSAT

DO3TTE43

031040

DO TEE20

00378131

03T T80

03T T80

037531

Miscellaneous computer supplie
FAD-0073-29 Mod 15 Exercise Op

Contmuse base year 1, POFP 7_1

Conference Calls

Miscellaneous coemputer suppies

Miscellaneous compuber supplis:

Miscellaneous compuber supplis

Miscellaneous compuber supplis:

Miscellaneous Packaped softwwar

BFO for Mi 1 cor

Exercise second of three optic

IEM Flaex System HWW and SW Main

Lenowo Flex Systerm Hardware Ma

Miscellanecus computer suppis

Personalize | Find | View 100 | 2 | B

Imwoidce Mumiber

PSIMO3z3an D30T

O0sS0549 D30T

T-2000-327547 Tev30/2017T

1743040992 D30T

PSIo2zi149 oa2ar201T

PSIMDEZ139 TE2a/ 01T
PSIM03207T4 TE2a/Z200T
PSIMOIERE4 D22/ 2017

PSIMOI3 185D TE26/201T

a3629 TE26/201T
eM-00043228300 TE26/201T
3004055 252017
3004055 TE25/201T

PSIHO31780 DO2S0TT

Involce Dabew

Fast ‘4 1-230of230 &

Imeaice 2 E

130.00

11302825

290056

5165

123000

2123 00

S510.00

39000

189.00

aa_1&

3938058

89503. 45

89503. 45

1584 D0




Voucher Activity-Statuses

» Not Submitted / In the field - If the voucher does not meet the criteria for
being moved into the DBF queue, it would show this status. i.e., not submitted
for approval, not budget checked.

» DBF in Process - The voucher has been placed in a Control Group for payment.
The control group can be found on the AOC MD payment tab of regular entry,
Control Group ID.

» DBF Processing Hold -This status would capture those vouchers that are in one
of the DBF special hold control groups for a specific reason or waiting on a
pending action.

» Submitted to State - The voucher has been submitted to the state for payment
via our daily electronic file, as evidenced by the population of the ref
document number. This information is found on the AOC MD Payment tab of the
regular entry.

~ Paid by State - The voucher has payment information from the state in the AOC
MD payment tab of regular entry.

» Cancelled Payment - The voucher went through the payment selection proce
but subsequently, the payment was cancelled.

» Closed - The voucher was posted and then subsequently closed.



RIR Notifications

Workflow Notifications:

» Accounts Payable has identified that a
correction is required before the voucher can be
processed.

» Once you have revised the voucher, please
reply to the RIR (with history) to: DBF Accounts
Payable, so processing can continue in a timely
manner.



Finding an Existing Voucher

Breadcrumbs: Main Menu>Accounts Payable>Vouchers>Add/Update>Regular Entry

Favorites - | Main Menu « » Accounts Payable ~ > Vouchers ~ > AddUpdate~ > Regular Entry

& GEARS

MO UDICIARY

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a New Value

w Search Criteria

Business Unit [MDJUD =}

Woucher ID [begins with ~|[00375746| x|

Invoice Number|begins with || |
Invoice Date[= v IET

Short Vender Name [begins with || |
Vendor 1D [begins with || &

Vendor Name begins with || |

Voucher Style[= M M

Related Voucher [pegins with || |

Entry Status|= vl v
Voucher Source = v v]
Incomplete Voucher [= M M

Ref Doc [begins with ||

[Jcase sensitive

=M
Search Clear | Basic Search [& Save Search Criteria

Find an Existing Valug | Add a New Value



Making Corrections

Resubmitting a Voucher

On the Invoice
Information Tab,
make any and all
necessary
changes to the
voucher.

Once complete,
re-run budget
checking, and
matching if
needed.

Re-submit for
approval.

Use the same
process for using
a “recycled”
voucher.

Favorites + | Main Menu - > Accounts Payable ~ > Vouchers~ > Add/Update~ > Regular Entry
£ GEARS
MARYLAND | UDICIARY
Summary Related Documents Invoice Information AQC MD Payment Payments Voucher Aftributes Error Summary
Business Unit MDJUD Invoice No 12345 x Invoice Total Session Defaults
Voucher ID 003836385 Accounting Date |11/03/2017 el Line Total 100.00 Comments(D)
Voucher Style Regular Voucher Pay Terms NETOO = Due Now “Currency UsD|a Attachments (0)
Invoice Date [11/01/2017 [51) Basis Date Type Acct Date Miscellaneous T | Preview Approval
Freight =
RUDOLPHS OFFICE & COMPUTER SUPPLY INC
Total 100.00
Vendor ID |0000005387 Q [] Accrual Voucher Difference 0.00
ShortName RUDOLPHSOF-001 Q)
Location 000 Q
*Address |1 s}
Save Action v | Run | Calculate Print Submit Approval |
Copy From Source Document
Invoice Lines (2 Find | View All First ‘& 10f1 ‘&' Last
Line 1 SpeedChart a [Jone Asset &=
*Distribute by Ship To|AOC-NON_PO Q
Item Description
Quantity
uom
Unit Price
Line Amount 100.00]
Calculate
Distribution Lines Personalize | Find | view Al | (21 | = First ‘&' 10f1 ‘b Last
GL Chart | Exchange Rate || Stafistics || Assets
OBV Line Merchandise Amt  Quantity *GL Unit g"gtv"“ Fund  Account Program Approp Y Dept Pefi=  Projec
EE= O 1 100.00) MDJUD|Q [c25 | @ [600a1 |@, [poo1 &y [pa0z , (006 Q, [ADo0s |@, [Avzois|q Q, Q
< >
Save
|&* Return to Search [=] Notify ¥ Refresh Es Add 47 Update/Display

summary | Related Documents | Inveice Informatien | AOC MD Payment | Payments | Voucher Attributes | Error Summary




How to Recycle a Voucher

If you have entered a voucher by mistake or if it is no longer
needed, it is possible the voucher can be recycled. In order to
recycle a voucher, it must have statuses of unapproved and not
submitted. If the voucher is in DBF in Process Status, please
contact Accounts Payable before recycling.

Follow the below steps to recycle the voucher, next time you have
an invoice to process.

Find the existing voucher, enter the voucher number that is
being recycled.

Go to the Invoice Information Tab and change all required
information, i.e. Vendor, Amount, Invoice Number,
Attachment.

Run Budget Checking and/or Matching.
Submit tor Approval.



Monitoring Procurement Documents

Purchasing documents (POs/Requisitions) that will no longer be
utilized to purchase goods or services or that has completed its
purchasing lifecycle through to payment, should be closed.

Monitor (Monthly)

Analyze and cancel requisitions no longer needed
Analyze and identify POs to be closed (Field)
Close eligible POs (DPGCA)

Close (Monthly / Year End)

Close ALL POs (except DBF Encumbered POs)

If PO is for a contract period that crosses Fiscal Years, two requisitions
and POs will need to be created. (POs cannot cross Fiscal Years)

Create (Year End)

(6/30)

Create and Submit new Regs for POs with services beyond the Fiscal Year r _
No prior year POs can be used after Fiscal Year End

*based on AOC Procurement guidelines



PO Close Request Page:

» Run PO Buydown Report to show
processed vouchers.

*All Tip Sheets are located on the GEARS courtnet website
and should be

referenced for exact steps during processing.*



Any Questions?

Please feel free to Contact Us:

Department of Department of
Procurement, Contract, Budget & Finance
& Grant Administration

Laura Jones

Kevin Jones Director
Deputy Director 410-260-1250
410-260-1411
Larry Tucker
Robin Smith Deputy Director
Buyer 410-260-1206

410-260-1421




